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What is Google Docs? 

A set of office productivity applications 

Work from anywhere 

Share with anyone 



And then, what is Document? 

• Document is a web-
based word processor 

 

• File is stored online – 
available from 
anywhere! 

 

• Updates are live for all 
authorized users 

 



How to Use 

• Same standard actions as Microsoft Word 
– Links, Tables, Formatting 

• Auto Save 

• Templates 



Input / Output 

Import existing files 

Work with Images 

Saving and Printing 



How to Share 

• Private 
– Others must login to 

share your documents 

• Link 
– Anyone who has a link 

to your doc can work 
with your doc 

• Public 
– Anyone can work with 

your document 

• 2 levels 
– Editor 

– Viewer 



Versions, revisions, everywhere 

• Real-time edits 

 

• Automatically tracks 
changes 
– By whom 

– What changed 

 

• Chat feature 



Setting up your account 

• Google Account 
required 

 

• Gmail Account 
not required 

 



What about Privacy 

• Default – everything is private 

 

• Privacy is controlled by how you share your 
files 

 

• Terms of Service – “right to reproduce” 



References and Libraries to Look at 

• Tech Soup Blog Article -- 
http://www.techsoupforlibraries.org/blog/using-google-
docs-saves-time-and-money 
 
 

• American Libraries article -- 
http://americanlibrariesmagazine.org/perpetualbeta/googl
e-docs-goes-mobile 
 

• Google’s explanation of Terms of Service -- 
http://docs.google.com/support/bin/answer.py?hl=en&ans
wer=82366 
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Tech Tools with Tine Webinar presented on February 4th 2011. 

Next week… 
 

Presentation!! 



Answers to Webinar Q & A 

Question Answer 

Can you move 
a table? 

Yes. However, you have to click on the very edge of the table and get 
the four-pointed arrow. Once you have that mouse pointer, you can 
click and draw the table anywhere within the document. 


